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Welcome to eVA’S
Emall Training




To get the most out of this
self-guided training, let’s review
some tips on how to work




(eVA.
Orientation - Tips for Self-Guided Training

Don’t try and “rush through” the presentations . . .
Read and study each screen for as long as you want . . .

Become familiar with it . . .
There is no time limit . . . you move at your pace and you control it

To move forward (or back) through the training program at any point,
we recommend that you use your Page Up and Page Down Keys

Recommend If you use your mouse, or other keys you will
only go forward . . . and it can be more difficult

N >
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Requisiions : Objectives &2

When you complete training on requisitions, you should be ableto . ..
o Create arequisition with orders to multiple vendors
o Find aregistered Vendor for a non-catalog and catalog item
« Add anon-registered Vendor

« Use Mass Edit to apply the same vendor to all non-catalog items




Requisitions: Creating a Requisition e

Once you login to eVA, click the SHOP NOW link

<} Buysense Portal - Microsoft Int :rnet Explorer

Edit

File

Views  Faworites Tgols  Help

o) | -7 x|

Address @https:j,l’buys—www— ? by sense, comfindes. jsp j G0 | s=Back - *|Links ¥

@A A

welcome Kemper, Gail August 11, 2003 - 10:03 AM

buysense
Pre )

(€VA Knowledge Center

Shop Mow
Quick Quote

Wendor Maintenance

Reports & Documents eVA Channels
EJ  Mews Archive
Training Materials Y eVA Unavailable on Saturday, £3 Suppliers Fags
Data Management é Aug. gth! Ed Buyers FAQs
£d DPS Website
% e will be unavailable due to systgm maintenance on £d BuyersPublic
Winq— Saturday, August Sth from Sam until noan. £9 WendoisPublic
ALL e?VA shoppers will MOT be able to access eV, *) Lo sl i
Front Page £d State Contracts
fow Do 1 Please contact Shane Caudill {at the following email E4 On-Line Bids
QW ol... . i i i
e o a3 e
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Submit an Issue

Recent Articles Viewthe sWié Wzeting
Funards Slidesh o

B IMPORTANT INFORMATION: For our Internet Explorer
6.0 users with Proxy Servers 7202003 20400 Fh

3 eV Security Training Manual and Maotes Mow
Available 7/29/2003 1:56:00 P

E3 UPDATE to APSPM 7/22/2003 4:47.00 PM
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- . - eVA
Re UISI'[IOnSZ Creating a Requisition (_/

(NP2 PO

L R [ | = R

You can use the Swoosh screen or Process steps on
the left side to create a new request

EE]‘I.I"E

Meeds Approval

Composing
Submitted

approved
Cenied

“eauisiion Status (3

Saved Searches

System Searches

iz atalogs
Folders

Welcome to eva
|
? gy

Saved Reports
Standard REeports

Charges

Return to Portal




Requisitions: Step 1 - Add Title Screen (EVA./

‘Gvn ;

Welcome Caudill, Shane last vis

Y buysense

Click Next to move on ?

Home Logout

Requisition Add Title

? Title Requisition PR187483 - Requisition
. P W17,
Untitled Requisition | Tterns: 0 Total: $0.00000USD
Add Iterns
| . Enter a title faor your requisition, You can change ane ar mare of the other requisition fields, if desired. If you create the requisition an
Accounting m hehalf of someone else, the accounting, shipping, and delivery information applies to that person, When you finish adding a title, click
| MWext to add itemns.
Shipping
| T
Comments Title - Requisition
Y — Enter a title for your
| S Title: |Untitled Requisition -
Summary ¥ on Behalf of: [Caudill, shane =] 2 requisition/order

Hold Until: [T

Use PCard; v < If you entered credit card
Caution! Avoid @ [seoudiisase o] information into eVA, you may
use of this field; it (2“;‘:'”8’ . deselect the box to generate
jSym?:;?gn y '(m " a non-charge order.
your order RoL .

055 Reference:

Enter your internal order # , if desired. (This appears on the eVA PO)

1996-2002 Ariba, Inc., All Rights Reserved,



Requisitions: Step 2 - Add Items e

Home Logout Preferences Toggle Tips Toggle Currency Help
Requisition Add Items ™ Sy
Title v Reguisition PR137483 . Requisition
Untitled Requisition ! Tterns: 0 Total: $0.00000USD
[2 add Items
Accounting add iterns to your requisition, You can add itemns from the catalog or from your favarites list, or enter details for non-catalog items.
| When you finish adding itemns, click Mext to go to the next step in the process or Summary to review your reguest,
Shippin
| ;
CRTIES JCatang \Non-Catalog \\Favontes \\Saved Searches \ | |
| .
Annroval Flow | Lamps Search | (¥ Entire catalag Current category Advanced
Approval Flow
|
Surnmary v

Catalog Home

Let’'s assume you're searching for “Lamps”.

[z Contracts

mesmapmml  Click the SEARCH Button after entering “Lamps”

YOU Can SearCh [z PunchQut Catalogs [ Apparel and Luggage and Personal Care Products
Clothing  Footwear  Luggage and handbags and packs and

by “drilling” down sses

|nt0 Categones Of b Building and Construction and Maintenance Services [ Building and Construction Machinery and Accessories
Building support and maintenance and repair services Heawy construction machinery and eguipment
Varlous prOd UCtS b Chemicals including Bio Chemicals and Gas Materials [ Cleaning Equipment and Supplies
Acids and their salts and esters  Additives  Bio chernicals ... Cleaning and janitorial supplies  Industrial laundry and dry
OR you Can do a cleaning equiprnent  Janitorial egquiprnent

keyword SearCh [ Commercial and Military and Private ¥ehicles and their [} Communications and Computer Equipment and

Accessories and Components Peripherals and Components and Supplies
Marine transport  Motor vehicles  Transportation components and Communications and computer supplies  Hardware and

systermns ... accessories  Software

l Defense and Law Enforcement and Security and Safety [ Distribution and Conditioning Systems and Equipment
Equipment and Supplies and Components
Conventional war weapons  Fire protection  Law enforcement ... Fluid and gas distribution  Heating and wentilation and air

circulation  Industrial filtering and purification

l» Domestic Appliances and Supplies and Consumer Electronic [ Drugs and Pharmaceutical Products
Product H



Requisitions: Step 2 - Adding Items e

—
Title v Requisition PRLE74E83 B

Requisition

Untitled Requisition H TN It ¢ 0 Total: $0.00000USD
Mdttems v All items containing the e e
i dd i 1] 7 ils f - log i o
Accounting st \VOrd “lamps” are returned i
Shippin

Commants @y e P Soudsodis |

Approval Flow ||am|35 Search & Entire catalog T current category Advanced
Save Search | Found over 600 items for lamps. Only the first 600 itermns in 10 categories were displayed.

Summary v

Search Results Hide details Yiew Results By: IReIevance vI

FPage 1 .. 40 F kk
Catalog Home

All itemns 1 - 15 of 600 matches
Container, French fry, glazed for grease ...* Buy from Supplier
Supplier: Wirginia Distribution Center {y¥DC) * Cantainer, French fry, glazed for grease resistance, withstands heat from heat lamps.

French fry design on outside of container. 5FM12, 1000/case
Contract Type: 1-Mandatory Source

Contract #: Mandatory-Src
Effective Date: Tue, 26 Mar, 2002
Contract Link: i

ETa(days): O

Manufacturer Marme: pICtureS, ClICk thIS gIObe

Service Areas: ALL

P-Cards Accepted: \

ADVANCE TRANSFORMER VEL-2586 LAMP BALLAST 07263 @ $27.11000USD /each Add

If you want to see lamp

Supplier: MOLAND COMPAMNT ADVAMNCE TRANSFORMER VEL-2586 LAMP BALLAST 07263
Contract Type: Z-Mandatory Contract

Contract #: Z3560-30

Effective Date: Sun, 1 Dec, 2002

Contract ik If you want to select this

ETa(days): 21

Manufacturer Mame: Advance Transformer Item, ClICk the Add button

Service Areas! ALL

P-Cards Accepted: VISA AMEX and the following screen

appears...



Requisitions: Step 2 - View Line ltems (EVA.__,-

eVA

[Welcnme Vs Requestorl last wisit /1172001 2:03 PM eldd

buvsense
Home Logout Preferences Toggle Tips Toggle Currency .

Requisition .
T —

Title v Requisition PR19Z This screen displays after adding each item. You ma
é?ﬁdd IS Continue to add new items and see all selected items
| on this screen.
RTINS This is a surmmary ST oTE TS T e

| Update Total to recalculate the reqmsﬂ:mn tEItEll When 1_,r.:.|_| are u:Iu:une n:Iln::k DI‘: tn:u CEII'ItII'ILIE

Shippin
|
Comments Iterns in this request: 1 - $6.50U5D
| [ MNo. Type |Description | Dty | Unit | Price | Amount| Action
fpproval Flow
| M1 Lamn I i
p (Luxa/Ledu) black gach $6.50USD $6.50USD Edit
SUMMMary Hm' Q
Supplier: Central Stores Larnp {Luxo/Ledu) black

Contact; Central Stores
Comrodity Code:  Desk fixtures

Total Cost: $5,50USD

If satisfied with item, click OK. _Updste Total
You will be returned to the Add
ltems screen




Requisitions: Step 2 - Adding Items e

- T T ReqUIsITIon =
Untitled Requisition ‘ 2 | Items: 0 Total: $0.00000USD

V) add Ttems hd
<1 Accounting add iterns to your reguisition, You can add iterns from the catalog or from your favorites list, or enter details for non-catalog iterns.
When you finish adding itemns, click Next to go to the next step in the process or Summary to review your request.
| shippin
0 Approval Flow ||am|35 Search | @ Entire catalog © Current category Advanced |
B | SR v M Found over 600 items for lamps. Only the first 600 iterns in 10 categories were displayed.

Search Results Hide details Yiew Results By: IReIevance 'I
Fage 1 .. 40 ¢ kr

Catalog Home
&l items 1 - 15 of 600 matches

Container, French fry, glazed for grease ...* Buy from Supplier

Container, French fry, glazed for grease resistance, withstands heat from fieat lamps.
French fry design on outside of container. 5FM12, 1000/case

Supplier: Mirginia Distribution Center (WDC) *

Contract Type: 1-Mandatory Source
Contract #: Manda =

il | VOu see a red asterisk next to the item
IS Clcscription and “Buy from Supplier” button, this
B Means you can ‘punchout’ directly to the

P-Cards Accepted:

eI supplier’s website for selection of items. Al
M itc 1S are then returned to your eVA requisition!

Contract Type: Z-
Contract #: 2856058
Effective Date: Sun, 1 Dec, 2002
Contract Link: i

ETA{days): 21

Manufacturer Mame: Advance Transformer

Service Areas: ALL
P-Cards Accepted: WISA AMEX




Requisitions: Step 2 - Adding Items e

- T T ReqUIsITIon =
Untitled Requisition ‘ Iterns: 0 Taotal: $0.00000USD

Approval Flow ; Search | @ Entire catalog | Current category Advanced |
Save Search | Found over 600 items for lamps. Only the first 600 iterns in 10 categories were displayed.

V) add Ttems hd

<1 Accounting add iterns to your reguisition, You can add iterns from the catalog or from your favorites list, or enter details for non-catalog iterns.
When you finish adding itemns, click Next to go to the next step in the process or Summary to review your request.

| shippin

3 r

|

Summary i

Search Results Hide details Yiew Results By: pelevance =
Pafe 1 .. 40 b M

Catalog Home

&l items

- 15 of 600 matches

Container, French fry, glazed for grease ...*

S e Y OU can refine (narrow) your
search using a variety of

o different parameters.

- Click the Advanced link.

Service Areas: ALL

P-Cards Accepted:

Contract Type: 1-Mandatory Source
Contract #: Mandatory-Src

ADVANCE TRANSFORMER VEL-2586 LAMP BALLAST 07263 @ ¢27.11000USD /each |Add
Supplier: MOLAND COMPARY ADVAMNCE TRAMSFORMER VEL-2556 LAMP BALLAST 07263

Contract Type: Z-Mandatory Contract
Contract #: 28360-30
Effective Date: Sun, 1 Dec, 2002
Contract Link: i
ETA{days): 21
Manufacturer Name:
Service Areas: ALL
P-Cards Accepted: WISA AMEX

Advance Transformer




Requisitons: Searching Catalogs (&2

Note! You will NOT find a registered

J Catalog \Non—Catalog \\ Favorites \\ Saved Search

Comments . .
[ < Back vendor in the catalog section
PRray al FIow
l Summary - Advanced Catalog Search UNLESS that VendOF haS a Cata|Og|

Search Reset

Search Parameters:

You can click

oyt e the chooser
Cormmodity Code: (select a valug) E

| ror | o buttons + to
Once your data IS SUDDlTBr: Levere Business Products, Ine, k4 SearCh for .
entered |n the supplier Part Mumber: SpeCIfIC Crlterla
Chosen fleld(S), Manufacturer Part Mumber: &

C||Ck the Manufacturer:
SEARCH buttOn Service Areas:

Contract #:

You can enter
your data
directly into the
open fields

Contract Type:

Small Business:

Coves Cyg (no preference)

Wornan Owned Business: Coves Cng {no preference)

Minarity Business: es € No @ (no preference)

Recycled Product: Cves Ong @ (no preference)

Hazardous Product: I
P-Cards Accepted: I



Requisitions: Searching Catalogs e

P RIEREEEEE Y our search brings back the desired results
Hide details Yiew Results By: IRe\evance vl

| >

Search Results

Catalog Home

All items 1 -4 of 4 matches

Purchase and/or service of al/types of ... & $0.00000USD / ach @

Supplier: Levere Business Products, Inc, Purchase and/or service of all types of typewriters Call (8040 794-7402 for pricing,
Confract Type: 99

et If you see ZERO dollar amount,
Effective Date: Fri, 31 May, 2002 L
ContractLink: call the vendor for your pricing
ETA(days): § and place the order as a NON-

Manwfacturer Name:

CATALOG order!

Zervice Areas:

P-Cards Accepted: Visa; Master Card; AMEX

Lease, service, or purchase of all types of ... & $0.00000USD /each Add
Supplier: Levers Business Products, Inc, Lease, service, or purchase of all types of business equipment: Facsimiles,
Cantract Tyoe: 93 Phaotocapiers, Printers, Typawriters, Paper Handling Equipment {shredders, cutters,

folders) Call {804} 794-7402 for pricing.
Contract #:

Effective Date: Fri, 31 May, 2002
Contract Link: &
ETA(days): §

Manufacturer Name:

Service Areas: ALL

p-Cards Accepted: Visa; Master Card; AMEX

1996-2002 Ariba, Inc., All Rights Reserved,
Suppart




Requisitions: Non-Catalog Items

e

Requisition

Title

add Iterns v

Accounting

Shippin

Comments
Approval Flow

Sumrmnary v

¢ -= - QAR QDB DS
e/l

- =
Welcome Kemper, Gail last visit 7/16/2003 3:51 PM buvsense

) Addite

Requisition PR1951(
ER30-migration test

h, —

|| Search % Entire catalog ' Current category Advanced

Catalog Horme

[ Contracts
Mandatory ©ptional Agency Specific

> PunchQut Catalogs

[} Building and Construction and Maintenance Services
Building support and maintenance and repair services

[x Chemicals including Bio Chemicals and Gas Materials
Acids and their salts and esters  Additives  Bio chernicals

[ Commercial and Military and Private ¥ehicles and their
Accessories and Components

Marine transport  Motor vehicles  Transportation cornponents and

If you can’t find your item by using the SEARCH
field, click on NON-CATALOG tab

T
| o | Items: 2 Total: $510.00000USD

Purchasing Ageement

Apparel and Luggage and Personal Care Products
Clothing  Footwear Luggage and handbags and packs and

Cases

Building and Construction Machinery and Accessories
Heavy construction machinery and eguipment

Cleaning Equipment and Supplies
Cleaning and janitorial supplies  Industrial laundry and dry

cleaning equiprment  Janitorial equipment

Communications and Computer Equipment and
Peripherals and Components and Supplies

Communications and computer supplies  Hardware and

systems

[ Defense and Law Enforcement and Security and Safety
Equipment and Supplies
Conventional war weapons  Fire protection Law enforcernent

Domestic Appliances and Supplies and Consumer Electronic

accessories  Software

Distribution and Conditioning Systems and Equipment
and Components
Fluid and gas distribution  Heating and ventilation and air

circulation  Industrial filtering and purification

Drugs and Pharmaceutical Products

Products
Bedclothes and table and kitchen linen and towels  Consurner

glectronics  Dormestic appliances

Editorial and Design and Graphic and Fine Art Services

Agents affecting water and electrolytes  Anti infective drugs

Central nervous systern drugs

Education and Training Services



Requisitons: Non-Catalog - Bxample (€2

Let’s run through an example of this . ..

You need to purchase a laser printer from a company called “Ultrect”

You have already searched the catalogs and did not find it.

You click on the Non-Catalog tab to enter what you want.




Requisitions: Non-Catalog Items e

EeVA
Logout Preference coggle Tips Toggle Currenc Help

Requisition 9 Add ltems . . S
Title Requisition PRS10 FE————

. - Laser Printer I+ ltems: 0 Total: $0.00USD
Accounting
Shippin /

Mewly released Laser Printer from Ultrect Computing, ;I

Inc.
=
aoproval Flow
. Laser printers uantity |1
Surnmary e *Commodity Code: < v

Unit of Measure: Iean:h -I

Catalog

Comments .
= Full Description:

Y The commoan commodity code needs

tq be set, ) |$I:I.EII:IL|SD

Price:

Armount: $0.00USD

Supplier: I{ o Preference) ;I

Contact: (no\walue)

Cantract Mumber: I

If you click the chooser [ e I e

button to select a commaodity,
the next screen appears

* Indicates required

Surnrmnary



Requisitions: Select Commodity e

Em [Welcame Tests, Virginia last visit 10/25/2001 9:19 aM hll\:tit'tlﬁl"

Home Logout Preferences Toggle Tips Toggle Currency Help
Requisition Commodity Code
Title Click Select to select the desired walue to your request, or enter a walue in the search field
E| and click Search to retrieve a list of walid values, You can also click a page number to display
Add Iterns v the values that appear on that page, and then make your selection(s),
TR S ¥ There are too many matches to display the entire list. Flease refine your search criteria and try
| o again.
Shippin
I
Cornrments Field: Name |Laser Printer | 'search
I
Approval Flow Mame
I
Surnmaty L There are no ftems to Jisplay,

| WelCome |&5To, VIFgInia 35T ¥ISIT LU/ L0 001 H01Y AN

Home Logout Preferences Toggle Tips Toggle Currency

Al Commodity Code
Title Click select to select the desired value to your request, or enter a value in the search field
E| and click Search to retrieve a list of walid values, vou can also click a page number to display

Add Items v the values that appear on that page, and then rmake your selection(s),
fcoounting

[ Field: Mame | | search |
Shippin

| Mame | Action
Comments

| Laser printers
Approval Flow

e \When your commodity item appears, click Select button.



eVA

Requisitions: Non-Catalog Items

VA
Home Logout Preferences o E: Toggle Currenc Help

Requisition 9 Add Items . Summ

Title Fequisition PR210 Requisition

add Iterms .y (R AL 70 | ' Items: 0 Total: $0.00USD
Accounting Catalog Mon-Catalog ™ Faworites Saved Searches_
Shippin

Mewly released Laser Printer from Ulitrect Computing, ;I

Inc, ;I

Cuantity Il
Unit of Measure: Ieach vI

Cormrments L.
= Full Description:

Anprowal Flow

Summary d *Commodity Code:

! The common commodity code needs

to be set, . |$III.IIIIIILISD

Price:

Supplier: I{I"-.Iu:- Preference) ;I@

Arnount: $0.00Us0D

Contact: (no walue)

Cantract Murmber: |

Click the chooser [+] button to Updats Total
see if “Ultrect” is a registered
vendor

Surnrnary

1995-2000 Ariba, Inc., all Rights Reserved,




Requisitions: Non-Catalog Supplier e
EeVA

Requisition Choose Value for Supplier

welcome Lancaster, Marion last wisit 3/22/2001 2:05 PM b .“r.' nse

Home Logout Preferences ggle

ps oggle Currency Help

B || Enter “Ultrect” and
Field: Company Ultrect click on SEARCH

Title

Add Itermns "

Accounting
Shippin (no value) Select

A-Plus Computer Education, Inc Selact
Coarmments

AA4s Printing Company Select
Approwval Flow

ACME Caommerce Selact
Summmmary
AHCTION MOWVERS Select
ab's welding And Fabricating Inc Selact
Advent Computing, Inc Selact
Airguard Seleck
All Pro Services Select
Arnerican Homepatient Inc Seleck
Armmerican Homepatient Inc/Conpharm Home Selact

Arnerican Managerment Systerns Selact

Armmeriphone Select

PRERRRRRERERRE

Anderson

Note: If a vendor is Registered, it will
show in the list for you to select it.

1996-2000 Ariba, Inc., &ll Rights Reserved,
Support




Requisitons: Non-Catalog Supplir (€2

em rWEchme Tests, Wirginia last wisit 10/25/2001 9:19 AM |::|11‘-.:.'-il‘tl*i1"
Home Logout Preferences Toggle Tips Toggle Currency Help )
Requisition Supplier
Title Click Select to select the desired walue to vour request, or enter a walue in the search field
El and click Search ' i i ' i
add It " : .
s EEREEE. Since “Ultrect” was not found they are not registered
| Accounting ¥ Mo rmatch, Clear the search field to retrieve all available matches,
Shippin
| Field: Cnmpanyl | Search
Comments —
| Company | Action
Approval Flow

| There are no fems o display,

PROCEED WITH CAUTION!!
If you place an order to a non-registered eVA vendor, your
organization is at risk to pay the 1% order fee if it cannot

be collected from the vendor.

If you click NEW, company info will need to be entered on
several different screens, as shown on the following slides.




Requisitions: Non-Catalog Supplier e

/=) Ariba Custom Dbject - Microsoft Internet Explorer ﬁl!l!l!l!l!l!l =] x|

File  Edit View Fawvorites Tools Help

Address I@ https: ffbuys-vwmw-01  buysense, comy AribafBuyerfaw?null=awsnfaws =FIuWER 7PESpdul aBawr=]

EeVA.

Wwelcorme Kermper, Gail last visit 7714/2003 3:11 PM

buvsense

Home Logout Preferences

Create Suggested Supplier

. i The COMPANY name
B value must be set. IS the only required field on
| this screen; all other fields
Company web site: | are optional.

Custormer ID:

Currency: I(no value) -I

Dispatch:

Carrier Method:

|
Carrier: |
|
|

Terms of Payment:

Cancel

Save

1996-2002 ariba, Inc., all Rights Reserved,

=l
AR oY +
&) Done l_ l_ E |4 Internst

il start | |J & | I"‘_:,.f] m |J &"l Cikrix Program Meigh. .. | Inbox - Microsaft Ou, ., II@nriha Custom Obje... @e\-‘.ﬂ-Lite - Microsaft I.. I Microsoft PowerPaint, . | |<E|E‘E,_kg 3124 PM




Requisitions: Non-Catalog Supplier evA

Home Logout Preferences
Requisition Choose Value for Supplier

ogole Tips coggle Currency Help

Title

Field: Company || Search | M |
Add Itemns " Page 1 .. 14 F Kk
Accounting
Shippin Now the supplier is added (Coslecty
fno value) Seledk
Cormments

A-Plus Computer Education, Inc Seleck
Approval Flow
a8s Printing Company Seledk

Sumrmary "

Click SELECT

ACME Commerce Selact

HCZTION MOVERS Selact
ab's welding And Fabricating Inc Seleck
advent Computing, Inc Seledk
Airquard Select
all Pro Services Select
Armerican Homepatient Inc Seleck
Armerican Homepatient Inc/Conpharm Home Selact
Armerican Management Systems Selact

armeriphone Select

HHHUULE




Requisitions: Non-Catalog Supplier

Requisition 9 Add Items .

i Requisition PRI3S Reruizition
Caln - Laser Printer o | tems: O Total $0.000=D
ems
Shipgin

Mew released laser printer from Ulktrect Computing ﬂ

Approval Flowe ﬂ
SUMImary *Cammodity Code: ILaser printers ;I Guantity: |1

Supplier: IUrtre-:t =] Unit of Measure: Ieach vI
'
Price: F0.00SD

B value iz not equal to target value
(=] Aot F0.00U5D

Camments
Full Description:

Contact: IEn-:u wvalie)

B The walue is not acceptable

Cortract Mumber: I

Company “contact” (address) Add Item |  Update Total
information must now be added.
Click the chooser [+] button

* Inclicates e

2 1996-2000 Ariba, Inc., Al Rights Reserved.



| (eVA ,.
Re UISI'[IOI’IS Non-Catalog Supplier

J File  Edit ‘iew Fawvorte: Tools  Help |

|¢,4,@@@@€3%'

Back Fmraar Stop Refrezh Home Search Favorites Hiztom I ail Frint Full Screen

J-"—"-ddeSS @ hitp: /A amz-zun-cust-11. digizle. net: 3301 Aniba/Buper/ awPrull=awsnéawz=pU DR FEullkFBg2F akawr=g j |f'{>|3|:|

(EeVA

Requisition

FS

rWelcnme Dix, Douglas last wist 352802001 215 P hus :.'Li enSe

Home _Logout  Preferen) Since you're entering NEW
sslyl data for Ultrect, click NEW

Title i ¥ ko valid choices are available.

Add tems '
Figld: |Preferred Crdering Methad ;I || Search | Mew
Accounting
| Preferred Ordering Method |[Hame | Street |City [State |Contact | Action
Shipging
| There are ho jterns o dispiay.
Camments
| 5
Approval Flowy

SUMmmary
If this was a Registered vendor, all ordering addresses for this

vendor would display and you would click a Select button to
choose one.




Requisitions: Non-Catalog Supplier e

Mame: I

¥ value must be set,

3l

Street:

¥ value must be set,

City: I

¥ value must be set.

State: l— .
8 veue mustbe set. Enter all fields as noted by an

rostal Code A exclamation mark n

¥ value rmust be set,

Country: [United states -
Contact: I

¥ value must be set,

—

¥ Ernail and/or Phane must be enterad,

—

¥ Ernail and/or Fhone must be entered.

Fax: I
Tax Id Mumber: I

¥ Value must be set,

Print

preferred Ordering Method:

Click SAVE



Requisiions: NonCatalog supplier (€2

eVA

welcorne Lancaster, Marion last visit 3/22/2001 2:05 PM by -‘-H;' nse

Home Logout Preferences oggle Tips cggle Currency Help

Requisition Choose Value for Contact

itle

Field: |F'r'efer'reu:| Crdering Methnd;l || Search | P |

add Items "
Accounting
Printing Ultrect 3123 Falcon Dr,  Richmond WA @
Shippin
Cormments Cancel

Approval Flow

Summary "

Click SELECT and the next screen will appear




Requisitions: Non-Catalog Item e

3 Add Items - Microsoft Internet Explorer i -2 x|
File:

Edit Wiew Favotites Tools Help |

j f?Go
(EVA/ Welcome Kemper, Gail last visit 7/14/2003 3:11 PM buy .Nt' nse

Home Logout Preferences gle C Help

Requisition 9 Add Items

itle Requisition PR195107 . Requisition
ER30-migration test = | Iterns: 1 Total: $10.00000USD

Add Items v

Accounting I Catalog NU""Cata'Dg\Favorites‘\Saved Searches

Address I@ hitkps: i bys-rsna-01, buysense, combriba Buyer awsir 3v0b1 001 000=awsniaws=MU0WER7PkSpdu akawr=15 & Back + | Links *

Enter the quantity,
MNew released laser printer from Ultrect Computing u n It Of m eas u re

_ (UOM) and price.
*Commodity Code: ILBSEF printers =l Supplier Auxiliary Part 10:

Supplier: -’Itratect [ Quantity: |1 |
contact: —’ILIItrect— Unit of Measure: Ieach 'l If unsure Of the

) Price: [0.000000s UOM. click the
supplier Part Number: I )
Contractburnbers | Amourt: $0.00000U3D chooser button to

search (see next

Lomments Full Description:

Approval Flow

Surnmary v

Add Itemn Update Total

If you know the contract #, key here

* Indicates required Field

1396-2002 Ariba, Inc., All Rights Reserved,



Requisitions: Unit of Measure

em ’ iwelcorne Tests, Virginia last visit 10/25/2001 9:19 AM Frues .'LGL'I_]H,'

Home Logout Preferences Toggle 5 oggle Currency Help

Requisition g 5 ¢ Value for Unit of Measure Cancel
Change to NAME

ek Select to select the desired walue to your request, or enter a value in the search field
m and click Search to retrieve v display
Add Itermns '

the values that appear on th Type in “Each” & CliCk SEARCH
Field: search

Accounting
Shipping

Cormments
approval Flow = |
Surnrnary Cancel

Click SELECT when your choice displays.




Requisitions: Non-Catalog Item e |

Links **

: =
quA , Welcome Kernper, Gail last visit 7/14/2003 3:11 PM buvsense

Logout Preferences Toggle Tip Toggle

File Edit VYiew Favorites Tools Help

Address I@ https:/ fbuys-wmn-01,buysense .com/aribafBuyer/aw?null=awsn&aws=NuU0WER7PkSp4ul afawr=1c W Back » 7

urrency Help

Requisition Q Add Items

itle Requisition PR195107 Requisition
ER30-migration test = | Iterns: 1 Total: $10.00000USD
Add Itemns ~
Accountin
Shippin

MNew released laser printer from Ultrect Computing d

Comments Full Description:

=
Approval Flow
*Commeodity Code: |Laser printars | Supplier Auxiliary Part ID:
Sumnmary. v |
Supplier: |Ultratect ;I Quantity: Il

i i Ieach -l +
I I—Ultrect Unit of Measure |

. Price: $500.00000L
Supplier Part Number: I
Amount:
Contract Murnber: I

$0.00000U5D

Add Ttem | Update Total |

el COoMplete your item by entering the price in the
price field and then click ADD Item.

It's VERY important to click ADD Item; otherwise your
== data will be lost!



eVvVA

buvsense

Requisitions: Non-Catalog Iltem
e

You are now on the View Line Iltems screen

e - . woggle Currency Help

Requisition {
I

Title Requisition PR210

Laser Printer
Add Iterms "
. i [ Mo. | Type | Description | Dty | Unit | Price | Amount | Action
cocounting
| hinnin M1 ey PRIERE LEREr PniEr Each  $500.00USD  500.00USD Edit
[ [ ] 'Rl
| Supplier:  Ultrect Mewly rglease Laser Printer from Ultrect
Conpments Contact:  Ultrect Sl S
| Commodity Code: ;
aooboval Flow liiiistiedl 10 add items to same vendor, check the

box next to item and click COPY. Once
duplicated, click EDIT and change the 500.00USD
Delete Copy | QTY, PRlCE, and DESCRIPT'ON hdate Total

Sumpmar

Aadd Itermns

If done adding items,
click Shipping (Step 4)
Skip Step 3

(Accounting) To add item(s) for a different vendor,

click the Add Items button



Requisitions: Step 4 - Add Shipping Details

(eVA.

l Your default shipping address appears. Sy ‘ buvsense

Home Logout Preferences Toggle Tips Toggle Currency

Requisition
Mext = Surnmnary

Title ¥ Requisition PR192 . If you submitted
| Untitled Requisition L mU|t|p|e
add Items " . .
| shipping
Accounting i E Enter shipping informmation for the entire request, addreSSGS to
¢ Shipping v DPS, another
Comments | Shipping - Entire Requisition address may be
| selected for the
| Arinisboe Ship Ta: [ WDH OFFICE OF PURCHASING & GEMERAL SERVICES | [ entire order
Summary Deliver To: Ie'-.-'.ﬁ. Fequestorl ...OR

Meed-by Date: | 10

E Expand Shipping - by Line Item to enter different shipping details for each line iterm,

Let’'s look at how to
R ' Shipping - by Line Item change your shipping

You may choose to ship
to different addresses at

the item level.



Requisitions: Step 4 - Add Shipping Detalls eVA

When you click the chooser button from the previous screen, enter
your Organization Number or your county/city/town name in the

search field and then click SEARCH i

Preferences Toggle Tips Toggle Currency

Requisition

| Title Field: [Mame =] [L540-74

Search

&dd Items
| Name | Street | City | State | Contact | Action
Accounting . . .
L540-74 Charlottesville City Schools-Burnley Moran Elementary 1300 Long Street Charlottesville  wa Select
Shippin ~ . . 2
¢ A L540-74 Charlottesville City Schools-Clarlk Elementary 1000 Belrmont Avenue  Charlottesville WA Saelect
| Comments L540-74 Charlottesville City Schools-Greenbrier Elernentary 2228 Greenbrier Drive  Charlottesville WA Saelect
Approval Flow L540-74 Charlottesville City Schools-lackson Via Elementary 508 Harris Road Charlottesville Wa Salact
|
Sumnmary v L540-74 Charlottesville City Schoals-Johnson Elementary 1645 Cherry Avenue Charlottesville WA Select

select |
Salect |
_salect |
_selest |

L540-74 Charlottesville City Schools-VYenable Elementary 406 14th Street, MW, Charlottesville WA

L540-74 Charlottesville City Schoals-Walker Upper Elementary 1564 Dairy Road Charlottesville WA

L540-74-Charlottesville City Schools-Buford Middle 617 9th Street, W, Charlottesville WA

L540-74-Charlottesville City Schools-Charlottesville High 1400 Melbourne Road Charlottesville Wa

1996-2002 Ariba, Inc., All Rights Reserved.
Support

&] Done I_ ’_ E |4 Tternet
iﬂstartl“ - Wi o B | |J £k Citrix Program Neigh...l U b - Microsoft Ou...l Micrasoft PowerPoin...l g Microsoft PowerPain. . “@Ariha Chooser - M... |<ﬂ$‘®,_kﬁg 10:01 &M




Requistions: Step 4 - Add stipping Detas (€2

Links *

j Pt ‘@Back +
Welcome Kemper, Gall last visit 7/15/2003 7:35 AM huy I.h-[.“.ﬂ-.

Logaut Preferences Toggle Tips Toggle Currency Help

Address |@ htts:fhuys-wem-01 buysense com)Ariba/Buyer faw?iz3v0_v1001000=awsnfaws=h29y1EnA7kLm)as hawr=¢

Requisition hinbina De cormo Ml Hast >

When you select a different address, as shown on
the previous slide, it appears

() Tite

7} hdd Ttems

<)) hecourting | Shipping - Entire Requisition

" Shipping Y ShipTo; |L54D-?4 Charlottesville City Schoals-Jahnson Elementary j

1 Commen Deliver Ta:

§ e g Let’s look how you can enter
] Sunmany comments or attachments on your
order...Click Comments or Next

v Shipping - by Line ltem

Ttems in this request; 3




Requisitions: Step 5 - Add Comments

[Welcnme eWd Requestorl last wisit 11172001 2:03 PM L4 . |:11L‘-.:'-il'tl*il"

eVA

Requisition

Title
Add Items

Accounting

I
Shippin

¢ Comments

Approval Flow

Surmmary

Comments or
Attachments
can be also be
added at the
Line Item level

(eVA.

Home Logout Preferences Toggle Tips Toggle Currency Help

- =

To show Comments & Attachments on the PO
to the vendor, this checkbox MUST be checked!

Requisition
Itemns; 1 Total: $6.50USD

Tourlcompany may reguire you to justify your purchase reqg

Use comments for internal
use/OR as a public note to
the/vendor (limit: 255
characters)

| Commenis - Entire Requisition

Larmp is to replace one damaged in hurricane,

Cormrments:

You can also include
attachments on your order-

include cormmment on purchase orders 4“ (any document type, up to

U 4 M5)

|1| Expand Add Comments N\by Line Item to add commentd to individual line items,

B | Comments - by Line Item

Click Next or Approval Flow to continue



Requisitions: Step 6 - Approval Flow

eVA,

Requisition

[Weln:n:lme el Requestor last visit 1/23/2001 11:35 AM

Home Logout Preferences Toggle Tips Toggle Currency

| Typically with local public entities

| e ¥ Requisition PR44S (non-state agency), there is ﬂ Requisition

TR |t Requistion approval flow only when the vendor B Items: L Total: §6.50USD
cannot accept electronic orders. If

Accounting v The approval flow dia . . ers ar delete them fram your
| request, your name appears in this box,
| S approve the order and print and

Comments | el : (ax/mail the order (covered later)

é Approval Flow

SUmmar

Legend: 4| Pending 2| active M| Appfoved Denied 3| Optional

PR445 4| eva Supervisor [ Approved

Add Approver

Click Summary or Next to finalize your requisition



Requisitions: Summary

This screen allows you to review the full requisition before submitting it

~— buvsense

Home Logout Preferences oggle n3-3 oggle Currency

Requisition D sSummary

Title Reguisition PR445 — Requisition
Office Lamp Order o | Items: 1 Total: $6.50U5D

add Itermns

Accounting This is @ summary of your current requisition. Review the information to be sure it is correct. vou can go back to any previous
step to change the information. when vou are finished, click Submit to submit the request for approwval.

Shippin

Comments 'FD”’"‘ Approval Flow

Approval Flow ) .
l Title - Requisition

Sumrmmary "

Title:
on Behalf Of: Ie'\.-'.ﬁ. Requestor;l
Hald Until: |

ageney: o= Let’'s see what this powerful
R | T feature can do before you
Entity Header Cross Reference: | SmeIt your reqU|S|t|On|

| Line ltems

Add tems | Edit items

LOT & - 080 HAMMERMILL, .
Edit
Ot W o e s 12 % i1, o thousand $4.33USD  $4.33USD |

supplier:  XPEDX LOT & - 080 HAMMERMILL, TIDAL MP, 8 1/2 ¥ 11,
I 20LB, WHITE, CASE QUANTITY: 5000 SHEETS

Contact: xpedx
Commoadity Code:  Qther Printing and writing

papet




Requisitions: Non-Catalog - Example

Use this Mass Edit function prior to mitting the requisition to make the same

changes to multiple lines. Very helpful when doing a non-catalog order
where you need to order multiple items from the same vendor.

4} summary - Microsoft Internet Explorer
Edit

File: View Favorites Tools Help

] O | | ]

| Address I@ hitky buys-wnan-01, buysense. com/ ar

ibajBuyer/awrnull=awsngaws=bz9y 15nATkLMIaS3eamr=13 Links **

LI G0 |¢-Ba[k -

Header Cross

Contact:

Contract M
Bill Tao:

2

fim

Zupplier:
Contact:

Contract N
Bill Ta:

3

fim

Supplier:
Contact:

Contract M
Bill Ta:

Cornmodity Code:

See Comrmments

Univar - Richmond

Cornmodity Code:

Univar - Richrond
Commodity Code:

See Comrments

=l
Reference: I

Line tems Click Edit Items
og e Edit items
[T MNo.|Type |SR|Description | Dty |unit | Price | Amount | Action
(mirT Laser Printsr [t sach $500.00000USD $500.00000USD | Edit |
Supplier:  Levere Business Products, Inc. Laser Printer

LEP
Laser printers

urnber:

gallon

|1 {us) $5.60000USD | Edit

MOSQUITO LARVICIDE, BONMIDE ™, 550 GAL. DRUM, PRICE PER
CONTAIMER SIZE: $3192.00/DRUM

MOSQUITO LARVICIDE, BONIDE ™, 550 GAL. DRUM, ... $5.60000USD

Wan Waters & Rogers

Mosquito managerment or contral services

urnber: 1903602-30

See Comrmments

gallon

Il us) $5.50000UsS0  Edit

MOSQUITO LARVICIDE, BOMIDE ™, 550 GAL, DRUM, PRICE PER
COMTAIMER SIZE: $319.00/DRUM

MOSQUITO LARVICIDE, BOMIDE ™, 550 GAL, DRUM, ... $5.80000U50

Van Waters & Rogers

Mosguito managerment or control services

urnber: 1903602-30

|T0ta| Cost:  $511.60000Us50

=l

ﬁj Dione

= 1] Start”J = i Iﬁ m |J ﬂcitrix Program Neigh...l {B) Inbax - Micrasaft Qu, .. Microsoft PowerPain. . . ”@Summary - Micro...

lililglo Internet
[Qedaaeid  10:57 am




eVA

[Welcume Moderate, Shoppera last wisit 11/13/2001 6:14 PM
Home Logout Preferences Toggle Tips Toggle Currency

Mass Edit

Surnrnary Cancel |

After checking the lines you want to edit, click NEXT to
M proceed to the Edit Items screen

Title

add Items

BB E| Flease g&lfct at least ane itern to mass edit, Click Mext to continue,
Shipping
Comments [T MNA. | Aype |Description | Dty | Unit | Price | Amount |
Approval Flg g HFP High end Fascimile 1 each $956.00USD  $956.00USD
Orz HP Laser Printer 1 each $2,000.00UsD £2,000.000SD —

Select Ttems

Edit Items

Surmrnary

Review

ré 8 Internet



Requisitons: Mass Edit-Editiems (€2

Only the first item you selected will be used to effect change for the remaining
selected items. (Changes apply to all lines selected.)

Home Logouwt Prelerences Toggle Tips Toggle Currency

Mass Edit

Title v Requisition PREZ

REquisition
Iferns: 2 Total: $2,956.00U5D

| Untitled Requisition
Add Items L

| Accounting E| Flease ngodify the neccessary fields, Click MNe
Shipping Click NEXT when you have
|
Comments completed all changes
|
approval Flow | Line ltem Details
| | |
Summary v Supplier: ILIItrateu:t -] 2
Select Ttems v  Contact: Ultratect
Edit Ttems 7 Cornrnodity Code: |Other Office machine accessnries;l [+
Contract Number: YOU can Change any
Review

field that is OPEN.

| Accounting - by Line ltem

Fund: | +]
Prograrm: I{nu:u value) E
Object: |I{n|:| value) | ﬂ

@ Dane
iy start |

I_ E 4 Internet

| @Gruuph‘u‘ise - Mailbio: I Miu:ru:us-:uFt PowerPoi. .. | I@Edit Items - Micr... |<HE@ 344 PM

| 1 @ =3 || WlPoruP evalis




Requisiions: Mass Edit- Review Modifed Fields (€2

Welcome Moderate, Shoppera last wisit 11/13/2001 6:14 PM b .L;L' nse

EeVA
Homs Logout Preference cggle Tips Toggle Currenc
Requisition

s B ] Review Modified Fields
Itemns: 2 Total: §2,956.00050
Add Itermns o

Accaunting These .i:ure the fields vou have modified. To confirm If acceptable ClICk OK
Cance

Zhipping

Title ey Requisition PR&Z

Untitled Requisition

Requisition item 1 is used as the sample item for mass edit.

Comments

1
2
3
4
5
6

Approval Flow

Supplier

Ultratect Levere Business Products

Contact
Ultratect LBP

& 1 ] L[S [ mternet
P] You can now review your changes for accuracy —romsmesrrsiir, maswe.




Requisitions: Summary

Requisition

(| Title

~1 add Iterns

£y

Once satisfied your requisition is complete and accurate, click Submit

- Comments

-0 approval Flow

| Summary ~

Home Prefe ps T
n Summary Subrnit
Requisition PR133777 Requisition
UNIVAR Items: 3 Totalf$511.60000USD

Form Approval Flow

Tite: [ofice Lamp ond Laser printer |
On Behalf Of: Im

Hold Until: —

Entity Code: {no value)

Fiscal Year: |2004—

Sub-Entity: {nao value) |
PO Category: RO1

Header Cross Reference: I

.
Line ltems

&dd items | Edit items

r 1 Il each $500.00000USD $500.00000USD  Edit

Supplier: Laser Printer

Contact:

Laser Printer

Levere Business Products, Inc,
LEP
Cornmodity Code:

Laser printers
Contract Number:
Bill To:

See Camments

gallon

. Edit
{US) $5.50000U50 i
MOSOUITO LARYICIDE BONIDE ™ 550 GAL, DRIUM _PRICE PER

12 m MOSQUITO LARVICIDE, BONIDE ™, 550 GAL, DRUM, ... |1 $5.30000U5D



(eVA.

(EVA.; ielcome eV Requestorl last visit 1/11/2001 2:32 PM eld hu '“[,““.,

Home Logout  Preferences  Toggle Tips  Toggle Currency  Help

Requisitions: Submitting a Requisition

This screen

WLIEICRCCIN (e Requisition - Submitted

your
requisition has
been Your request has been submitted for approval, You can view the status or the approval
submitted flow to see where the request is in the process,

PR198 - Multi-item Requisition has been submitted.

This is NOT your order
number --- You will find your

¢ Print a copy of this request order number in the following
o Yiew the status of your request —| SO CEANG o QRVIS\R L RS =WV
of your request”.

¢ Create anew request

 Return to the Ariba Buyer Home Page




Requisitions: Submitted

e [ = T =R VSTV R 5 =]
I Address I@ https: [ frust-9,buysense, comfaribafBuyer fawsh 7 3701000=awsn&aws=UkDz39K OFqT Ogjhxiamr=1k j G0 | =Back - 7| Links
(em/ Welcome testlS, uat last visit 7/11/2003 4:25 PM bus .“i' nse

Hom Logout Preferences Toggle Tips oggle Currency Help

PR11964 - Lamp and Laser Printers Status: Ordering

Composing
Subritted

= approved
Denizd
Show Al

These are the details of the request you selected. Depending on its status, you can edit, change, cancel, or submit the request far
approval. You can also copy the request and print the details. Review your request and take the desired action(s).

L =
e oo = o

print_|

There are no approvals required.

Cancel Requisition |

Since there are no approvals
(unless order needs to be
printed), your screen will

Let’s find your : _
display this message.

order—click
Approved

1996-2002 Ariba, Inc., all Rights Reserved.,
Suppott

|2 |4 Internet



Requisitions: Submitted e

<} Ariba Request Status - Microsoft Internet Explorer L o =

File Edit Wiew Favorites Tools Help

Address

https:/fcust-9, buysense, comfdriba/Buyer jawrh30204be000=awsniaws=kDz 39K OF g TS hadawr=1| j ﬁGo | 4= Back - ”|Links Y

-

Approved

Cormpaosing

Subrnitted 11
This is a summary of the iterns you have regquested. Click an ID to display details for the associated request. vou can select one or
] d i3 " B
m = rmore items to move to the designated folder.
Cenied z
Show all 46

Copy

Reguests in progress; 13

PR114355-

% V3 Fri, 13 Jun, 2003 Ordered digital carmera $550.00000USD
ClICk On your =] PR12394 Tue, 13 May, 2003 Ordered sheri's 5/15/03 test $348,50000U5D
d | d P R = PR12207 Fri, 2 May, 2003 Crdered  Angela's and Sandy's Paper $333.800000SD
u n er Ine E PR11964 Wed, 16 Apr, 2003 Ordering Lamp and Laser Printers $616,00000USD
= PR11474 Tue, 18 Mar, 2003 Ordered afc test 3718 $89.40000U5D
Il =5 PR11345 Thu, 13 Mar, 2003 Ordered Sandy microscope slides $550.00000US0
Il E PR11251 wed, 12 Mar, 2003 Ordered Filing Folders +21.00000USD
Il E PR11235 wed, 12 Mar, 2003 Ordered Second order of paper $347.00000USD
Il E PR11231 ‘Wed, 12 Mar, 2003 Ordered paper $347.00000USD
Il =5 PrR11055 Thu, & Mar, 2005  Ordered book display $798,95000U50
Il =5 Pri0996 Wed, 5 Mar, 2003 Canceled paper $72.90000USD
IJ. E PR10559 Mon, 10 Feb, 2003 Ordered feb 10 2003 444 41000USD
IJ. E PR10331 Tue, 258 Jan, 2003 Received Mark $6.43000USD
L

Move to Folder IF\r’ChiVE Itermns 'l

10062002 Ariha Tre Al Dinkte Dacaruad

|J ﬂ Citrix Program Meigh, | Inbox - Microsaft Ou...l Microsoft PoveerPain... ”@.ﬂriha Request Sta...

€
Mstart||| & T 059 |

l_l_Elﬂ Internet
|t s md 1138 A




Fndngyouroder  EA

2} Ariba Requisition Details - Microsoft Internet Explorer

File Edit ‘Wiew Fawvorites Tools  Help

Address IEhttps:,l',l'buys-www—ﬂl.buysense.com,l'.ﬁ.riba,l'Buyer,l'aw?ih?S1dIDaBZ1DDD=awsn&aws=uop6FIukgbRV1i6i&awr=5 j a0 | &= Back - *|Links *

PR12907 Status: Received B

Your PR number appears here

Composing
Submitted
= Approved
Denisd
Show &ll

These are the detail BUT your Order number -----

approval, vou can a

el, or submit the request for
ed action{s).

I 5
= e o e

Back to Status

Print

Er—

itle - Reqguisition

Title: THIS IS A TEST...do not fill
Agency: 194
Fi 2003

PO Category:

Entity Header Cross Reference: CIICk On the
underlined
Order number

|

Line ltems

1 DO74197

Supplier: DGS Department of General Services This is a test...DO NOT FILL
Contactt DGS-DPS Division of Purchase & Supply

This is a test,..00 NOT FILL io each $10,00000050 $100,00000USD | Detail

Commodity Code: Business cards

Contract Mumber:




Requisition: Approved eVA Order e

s Back + | Links ®

Address Ia https:/ buys-wew-01, buysense,.com/ aribafBuyer/awiih734b0530000ae2 a000=awsndaws=uop6FIukgbRY Ligidawr=6

(@A

j 6}60

Welcome Sievert, Bob

When clicking on the order
DO74197 : :
number, this screen displays.
You can now print the order if |
These are the q _cel, ar _subm|t the request for
approval, You g necessary ired action(s).

buysense

Status: Received

Back

Print

Title - Direct Order

Ariba Order ID: DO74197

Title: THIS IS A TEST...do not fill

Supplier: DGS Department of General Services
Contact; DiGS-DPS Division of Purchase & Supply

Purchase Order ERF Status:

Line ltems

PR129071 1 10 each This is a test,..DO MOT FILL $10.00000UsD  $100.00000Us0  Detail

Supplier: DGS Departrent of General Services This is a test,..D0 HOT FILL

FaPoree e

Fe e DOe Minician of Moeahaca @ Connlae




Order Printing (EVA;'

|J Links &]Customize Links ”” address I@ https: ffcust-9, buysense, com: 465 render ) 1 MYSPOESKYXSM j P G0 |

Issued on Fri Feb 01 10:52:49 EST 2002
Created on Fri Feb 04 10:52:49 EST 2002 by X3 Moderate

Supplier:

Supplier o The order number will either begin with

10301 Hickman Mills Drive PC for Purchase Card orders or DO for
Direct Orders.

Kansas City NY B41357
LInited States

e 2 Once this screen appears, you can select FILE

Fax: none
Contact: none and PRINT from the top of your screen to generate
vendor FIN: 440274435 a printed copy to your local printer.

ltem |ltem Unit |Quantity [Description Meed |Unit Extended |Contract
Number By Price |Amount |Number

D leweems Lol .. |BANDANA MIRA COOL NAVY BLUE 6700 ROYAL | $2.88 | $34.56

@ Done

Let’s review various order
results...




Requisitions: One or More Orders (EVA.;-

If all items are from the same vendor and going to the same address,
then one order is created

If your requisition has more than one vendor and/or more than one
shipping destination, multiple orders are created

Let’s look at some examples . ..




eVA
Requisitions: Examples of Orders (_/

How many orders will be created in each of these situations?

Example 2
3 catalog items

Example 1
5 catalog items

_ 1 non-catalog item
2 suppliers

o 1 supplier
1 shipping address

Answer: 2 Orders

1 shipping address

Answer: 1 Order

Example 3 Example 4
2 catalog items 5 non-catalog items

1 supplier 1 supplier

2 ship-to-addresses 2 supplier locations

Answer: 1 Order Answer: 2 Orders




Requisitions: Accessing Status

EVA welcome eVA Requestorl last visit 1/14/2001 9:56 PM ‘ Juvsense

Home Logout Preferences Toggle Tips Toggle Currency Help

Approve

o

Meeds Approval
status
Composing
Submitted
Approved
Denied

Create
FEequisition
Explore

—_,DH‘\RECEIIVE

|H
o O | |

Saved Searches

System Searches
Catalogs
Folders

Report Welcome to eva

. - <
Saved Reports Create D F 2 [ |-|| B

Standard Reports -l._i.|1:‘ S
Reconcile :
Charges

You may access an existing requisition or determine the status by

clicking on Status on the Swoosh screen . . .
Return to Portal




Requisiions: Understanding stats @2

Each requisition normally goes through 4 stages and eVA tracks the “status”




Requisitions: Status screen
elVVA

| vielcomne eva Requestarl last visit 1/11/2001 2:32 PM el/d 1 buvsense

Home Logout Preferences Toggle Tips Toggle Currency Help

Status
Camposing
Submitted

Approved
Cenied

Show all

This Status screen gives a list of your requests that

can be sorted, copied, edited or deleted

Copy | Delete|

If you click on the ID for a requisition in COMPOSING status.... . ..

Ty¥pe | ID Zreated Date Status Title Amount

m PR19G Today, 3:51 PM  Submitted  Multi-itern Requisition $59.66USD
LT,

== L, . . L

I- @ oday, 2:38 PM  Composing Untitled Requisition $6.50U5D
) . User Profile Changes for e

I [ uri7z Today, 12:08 PM Submitted p——

== oday, g ubrnitte olders .
I PR167 Today, 10:55 AM Submitted  fold $19.30USD
‘i =5 PR1&6 Today, 10:53 AM Submitted copier paper $5.18USD

= aday, g ubmitte pEnS .
(I PR16Z Today, 10:09 AM Subrnitted $20.00USD
I 2] PR161 Today, 9:56 AM  Received Colored Copier Paper $6.40U5D
I 28] PR1e0 Today, 9:52 AM  Composing Untitled Reguisition $0,00USD
M [ LUPiS0 Today, 9:51 AM  Processed L=t User Profile for eva

Regquestorl

Mowe to Foldar | IF'.r'l:hi'v'E: ItE.'I'I'lS;I (+]




Requisition: Completing an Order e

EeVA

Welocorne WA Reguestorl last visit 1/11/2001 2:32 PM =174 b .,_‘.';. nse

Home Logout Preferences Toggle Tips Toggle Currenc Help

PR192 - Untitled Reqmmtmn Status: Composing

" Composing
Subrnitted

approved
Denied

Shaow all

These are the details of the request yvou selected. Depending on its status, you can edit,
E change, cancel, or subrmit the request for approval. ¥ou can also copy the request and print
the details. Review your request and take the desired actionis),

ubnrnit Print |
' Farm ! approval Flow Orders Receipts Histary

You can click Edit to Open it

Title:

Untitled Requisition

Sgency: (no value)

Fi (no walue)

Entity Header Cross Reference;

| Line tems

1 flll Lamp (Luxo/ledu) black 1 each $6.50USD $6.50USD  Detail



From Requisition to Ordered e

; Ariba Requisition Details - Microsoft Internet Explorer

J File »J daBack ~ = - @ . it | @Search [32] Favarites @HISWW ||% = E .

JLlnks @Custumlze Liriks = J.ﬁ.ddress @ e.com; 465 aribalBuyer ) aw? 7 1433520002=awsn&aws=LadEFWa9mMEzG7Rdawr= lsJ @GD

EeVA

Status

[Weln:n:nrne Maoderate, ¥a

IYVSENSe

Home Logout Preferences Toggle Tips Toggle Currency Help

Corposing 0 y . ey ..
cubritied . Here’s a requisition that is in ordered status

The
Approved 1 E| change, cancel, or subrmit the request for approwval. You can also copy the reguest and print the
Cenied n details. Review your request and take the desired action(s).
Show All 1

Cancel Requisition | Receive | Print

Form "\_ Approval Flow 9 Orders “'\.Receipts ﬁ'\_ History \

Order ID |Created Date | Status | Title | Amount |

PCO1E Today, 10:52 AM Ordered Untitled Requisition $£391.65U5D

]

H4E To view how an electronic order may look to the vendor,
click on Ordered.

d
|_|E—|ﬂ Internet
J!F‘OF‘LIF‘...' ®orowp... | BFMicroso...| Eymai Tn...”@miha Micrnsn...l B 1oseam

@ Done
;mﬁtartl |




From Requisition to Order

Click here to

return to
former screen

Order History G et

| Order Detzil

Order Detail

Purchase Order:DO74197

Order submitted on:Saturday 22 Mar 2003 7:43 PM GMT+00:00

Supplier:

Division of Purchases and Supply

805 East Broad Street

PO Box 1199

Richriond , WA 23218-1199

United States

Phone:+1 (5041 692-0891
Fax:+1 (804) 225-3707
Ernail:eva-catalog-manager@dgs state.va.us

Ship all Items To:

OGS - DIVISION OF PURCHASES & SUPPLY
#05 East Broad Street, 4th Floor

Richrmond , WA 23219

United States

Ship To Code:A19408
Phone:1{504)786-5573
Ernail:bsievert@dgs . state.va.us

Additional Order Information:

Entity Header Cross Reference:

Ordering Agency: Department of General Services
Ordering Person: Sievert, Bob

Ordering Person Phone Mumber: §04-786-5079
ordering Person Email: bsievert@dgs.state.va.us

not discriminate against faith-based organizations .

Comments:

Received by Ariba Supplier Metwork on:Saturday 22 Mar 2003 7:43 PM GMT+00:00

This order is subject to the Terms and Conditions of the Commonwealth of Virginia Yendors Manual and any revisions thereto, as published by the Department of
General Services, Division of Purchases and Supply, as well as any additional attached Terms and Conditions, Terms and Conditions set forth in the applicable
contract, Terms and Conditions set forth in the applicable solicitation, andfor Terms and Conditions otherwise incorporated by reference, Effective July 1, 2003,
orders will be subject to an eVa transaction fee of 1%, capped at $500, that will be invoiced to your company by American Management Systemns. Price(s) include
shipping FOB destination unless otherwise stated herein. The Vendaors Manual and e inforrnation is available at www .eva.state wa.us. NOTE: This public bady does

Status: Sent

Order Status: Unconfirmed

Bill To:

DG5S - DEPARTMENT OF G
P.O. Box 404

Richrnond , WA 23213-040
United States

Ignore “unconfirmed”
el Status; this does not
Fmal mean the order did not
Sovert, Bot go to the vendor
BRI (\OU can see actual
order status under
“Order History” tab)



(eVA.

Congratulations!

You've completed “Requisitioning/Ordering” Training
Good luck !
Visit our website (www.eva.state.va.us) for additional
training materials on Change Orders, entering Credit
Card Information, Quick Quote, etc.
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